
Federal Reasonable Accommodation (RA) Process

Review & Assess
The EEOD Office will forward the  

documentation to the Agency’s designated  
physician, along with a copy of the  
employee’s position description for  

review and an assessment.

Tracking:
The EEOD Office will be responsible

for tracking all  request for reasonable 
accommodation and ensuring/ maintaining the

Confidentiality of medical information
received in the office.

Confirmation
Once the EEOD Manager receives 

the assessment from the Agency’s designated 
physician, s/he will provide an original copy to 

the employee, and a sanitized copy to the manager. 

Identify
Upon receipt of the assessment,

the manager will engage in the interactive 
process with the employee to identify RA.

Implementation
An accommodation is granted.  The  

manager submits a written response on how 
the employee was accommodated to

the EEOD Manager for tracking
purposes.

Initial Contact:
The employee or his/her representative will notify his/her 

manager or their local EEOD Office that s/he 
needs a reasonable accommodation 

Documentation
The employee will submit medical 

documentation, and a signed medical 
release of information statement to the 

EEOD Office. 
The employee may choose to provide this

information only to the Agency’s representatives
who are medically certified.

Alternative RA Offer
Where a manager has denied a

specific requested RA but offered to make a different
one in its place, a written response is prepared 

explaining both the reason for the  
denial of the requested accommodation and the 

reason that s/he believes that the chosen 
accommodation would be effective.

Information
Managers must also inform employees with 

disabilities that s/he has a right to 
file an EEO complaint.

Information
Where there is a delay in either processing 

a request for, or delivering a reasonable
accommodation, the manager must 

notify the employee of the reason for the
delay.  To the extent possible, the 

manager must also keep the employee
informed of the date on which management

expects to complete the process.

Not Obvious
If the disability and/or need for an
accommodation is not obvious, the 

manager will ask the employee to provide
reasonable documentation about the 

disability and his/her functional 
limitations.

Identify
The manager and employee will engage in the 

interactive process to determine
the most appropriate accommodation.

Obvious
Both the disability and the 

need for an accommodation is
obvious.

Is It Obvious?
Is the disability and/or need for an

accommodation obvious?

Alternative RA Offer
Reassignment is a “last resort” that must be 

considered if there is no effective accommodation 
that would enable the employee to perform the

essential functions of his/her current job, or if all
other possible accommodations would impose 

undue hardship.

Reconsideration
EEOD Managers should encourage

the use of  informal dispute resolution processes
to allow individual to obtain prompt

reconsideration of denials of RA.

Documentation
The Associate Directors will provide 
a narrative and RA Area Summary 

to the EEO Division Directors.
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